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General Ledger Excel Journa Upload

Welcome to the Generd Ledger Excd Journal Upload section!  This section contains
the tools needed to learn al the concepts and procedures involved in entering journas.

Goal To acquire the skills and knowledge necessary to perform al the procedures identified
in the Generd Ledger Journd Upload section of the online Library.

Participant
Objectives At the end of this module you will be ble to:

1. Use Excd to import aJournd Voucher into Phoenix
Prerequisites Completion of the following modules
1. Introduction to PeopleSoft
Outline Excel Journal Upload
Introduction
Concepts

Exercises
Summary and Review

Cow>
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Excel Journal Upload
A. Introduction

APRIL 2001

Activity Materials
HRIE:
LECTURE GUIDE LIBRARY
Step 1 Goal: To acquire the skills and knowledge necessary to enter journals uploadsin
Excd
Objectives:
1. Create Excd Journd Template
2. Become familiar with Template layout
3. Entering default information
4. Entering Journal Header and Lines
5. Generate Journal/Spreadsheet
Expected The gods and objectives are introduced.
Results:
Step 2 Materials:
Participant Guide, PeopleSoft
Expected The materids are introduced.
Results:

PHOENIX — STATE OF GEORGIA
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B. Concepts
Activity Materials
7 | (e
LECTURE GUIDE LIBRARY
Step 1 The main underlying concepts for Generd Ledger Excd Journd Upload are listed
below:

Creeting Journdsin Excd Template

Expected An understanding of the main concepts involved in Genera Ledger Journa Upload
Results:

Step 2 Thefollowing isalig of files needed to perform this process.
1. JRNL 1.xIs— Template that is used by operator.
2. JRNLMCRO .xla— File used by template.
3. GLLOG.xIt —File usad by template.
For class purposes the files are located on your C drive.
All threefiles mugt be in same location.
Thesefileswill be given to you on a diskette.
Do not place files on a shared network drive.

Expected An understanding of the main concepts involved in Generdl Ledger Exced Journd
Results: Upload

Step 3 Read and discuss the following:

PMI  PeopleSoft Mass Import file
FTP HFLE TRANSFER PROTOCAL

1‘2 Section 1 GENERAL LEDGER EXCEL JOURNAL UPLOAD PHOENIX -
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Step 3 Read and discuss the following:
PMI  PeopleSoft Mass Import file
FTP FILE TRANSFER PROTOCAL
Expected An undergtanding of the main concepts involved in Generd Ledger Excel Journd
Results: Upload
D. Exercises
Activity Materials
W] @3] w| £
PRACTICE GUIDE ENTRAIN LIBRARY
Exercise1- Using Excel to creat ajournal voucher
Exercise 2 - Creatingthe PMI file for import to Phoenix
Exercise 3- Egtablishing the server connection
Exercise 4 - Importing the .pmi fileinto Phoenix
PHOENIX — STATE OF GEORGIA SECTION 1: GENERAL LEDGER EXCEL JOURNAL UPLOAD 1‘3
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Exercise 1 — Using Excel to create ajournal voucher

Scenario: In this exercise, you will create ajourna voucher in an Excel
Spreadshest.
Step 1 Sdlect: Start=» Programs =» Microsoft Excd or double click the Excd icon on the
desktop.

Expected The Microsoft Excel window displays.

Results:
Step 2 A spreadsheet opens
X Microsoft Excel - Book1
EF\ Edit Yiew Insert Format Iools Data window Help ;Iili”
DzEERY|saads o Ig@\zfam\gg-@\ww \@
i -0 -BIrUu|lsE=s=E8%, BaEE =
a1 = =
AIEIC\DIE\FIG\HI\JIK\LT
; =
I
En
4
5
=
[7 |
ER
g
Ea
1]
[12]
[13]
14
15|
|16 |
|17 |
18
1a|
El
[21]
[22]
23
j -
(4[4 Twi]Sheet1 {Sheste £ Shesta / li«l | ﬂj_l
Ready I [ [T INUM [ (|

Expected Excd window displays.
Results:

PHOENIX — STATE OF GEORGIA SECTION 1: GENERAL LEDGER EXCEL JOURNAL UPLOAD 1‘5
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Exercise 1 (continued)

PARTICIPANT GUIDE

Step 3 Click: FHle=>»Open

Sdect: c:\temp\jrnllxls

Open

Look in:

ID temp

=l &l ol [

Jrnlmcro,xla

Find files that match these search criteriat

File name:

j Texk or property: I 'l Find Maw |

Files of bype: IMicrosoft Excel Files {*.x<*; *.xls; "ﬂxlad Last modified:

Open I
Cancel |
Advanced. .. |

Iany time vl News Search |

|3 filefs) Found.

Expected
Results:

The Open file didog box displays.

Step 4 Journa Entry and Import pandl.

X Microsoft Excel - imi1.xls
S Fle Edt View Insert Format Tooks Data Window Help

[_[51x]
JRETE)

Dl ERy smed|o- o

C® s

avial DEE

=

N )
3 4 =|E-

oA

Workbook.

Set Defaults New
Notes

[ Import Mow

Al

[ Batch Import

All
Select

2|

Ready

Expected
Results:

Journd Entry and Import pand displays.
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Exercise 1 (continued)

Step 5 Click: Hle Saveass  XXJournal replace XX with your initids

Note: Thisnameisan Excd file name and will not be seen in PeopleSoft (Phoenix).
Therefore, be descriptive so thet you can quickly identify your file.

Click: Save

Expected Fileis saved with new file name.
Results:

Step 6 Journa Entry and Import Pand displays

Workbook:
Click: Set Defaults

X Microsoft Excel - suxjournal xls

S Fle Edt View Insert Format Took Data Window Help ;Iillﬂ
DERSRY[sBBRI - A& £ 07 |ME s - |@
arial o B[R EEEEH N e e A

Journal Entry and Import

iorkbook [ Journal Sheet Options — [~ Impart Now
Set Defaults New All :
Hotes

4| Select | Seledt

Clear r Batch Import

All

Co,

_ oo | Setoc

< | ﬂJﬂ

Ready == [l oe [

Expected Genera Options window displays.
Results:

PHOENIX — STATE OF GEORGIA SECTION 1: GENERAL LEDGER EXCEL JOURNAL UPLOAD 1‘7
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Exercise 1 (continued)

Step 7

Expected
Results:

Enter the following:

Business Unit: 46000

Date: XX/XX/2001 (any date in open Accounting Period)
Note: when entering a date use dashes.

Ledger Group: ACTUALS

Source: MAN

Operator ID: Operator 1D (Phoenix)

After Successful Import:  Change Import Statusto Imported
Import Message Options. L og both Error and Success M essages
Display Error Message Online: Desel ect

Click: OK
General Dptions EHE
~Header Defaults ~After Successiul Import
Business Unit: |—46IJDD & Change Import Status ko Imported

Ciake: |U3.|'U5.|'2UUI Do Mot Change Import Status
Ledger Group: IACTUALS ~Import Message Options

™ Log Errors Only

Source: AN
Operator: Ifntrn16 & i'og Both Error and SUccess Messages :

[ Display Error Messages Online

[~ Enable Multibook

Language Preference: |English K

English =
£ ZI Cancel |

The Generd Options diaog box displays.
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Exercise 1 (continued)

APRIL 2001

Step 8 Journd Entry and Import pane displays.
Journa Sheet Options.
Click: New
S Fle Edt Vew [nsert Fgmat Iook Data elp ;Iﬂil‘
Es‘wn\éaﬂss'ﬁ%g\ lg?;‘);”fz”g’f‘iuz:,ﬁ
Journal Entry and Import
DrS:’l]elaulls = ::wp‘u”s [ UXII :
Notes Select | Select
Clear [ BRI
All
_ow | Sote
o | S
Ready [ I I v )
Expected Sdect Journa Entry and Import pand displays.
Results:
Step 9 Enter the following;
New Journd Sheet:  GLOOOXX (replace XX with student ID)
Select Journal Entry Sheet
Mew Journal Sheet
|GLoom m— |
Click: OK
Expected Correct data entry.
Results:

PHOENIX — STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL
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Exercise 1 (continued)

Step 10 The following pand displays.

B Fle Ede View Insert Format Took Data Window Help aliliﬂ
DeEdESy | smrds o [a®= s i 2|We s =g
Arial s Fe ruj=s==EHsn, Bdlesa-d-A-
Al0 = =[ %04
E H

Check Lines [i:

e
2pBREEREE spaEEREe @~ oo

| wt
sady - [ mom

Pl

Click: L'™=€™ |online5 or
CTRL-H to display the Header Screen.

Expected Excel spreadshest displays.
Results:
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Exercise 1 (continued)

Step 11 Enter the following:

unit; 46000(defaults)

Journd ID: GL 000X X replace XX with student 1D
(Specific for your Agency)

(Thiswill be the Journd Voucher ID that will gppear in Phoenix)
Journd Date: XX/IXX/2003(defaults)

Ledger Group: ACTUAL S(defaults)

Ledger: Leave Blank
Source; MAN(defaults)
Operator: traning(defaults)

Foreign Currency: USD

Effective Dates XX/XX/2003(defaults)
Rate Type: Leave Blank
Description: Optiond

Click: OK
Note: Description field is optiond and length is 63 characters.

Note: Journd date may be current date or any date in open accounting period and must
include dashes (i.e. 4/30/2003)

Expected | New Journd Header pand displays
Results:

PHOENIX — STATE OF GEORGIA SECTION 1: GENERAL LEDGER EXCEL JOURNAL UPLOAD 1‘11
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Exercise 1 (continued)
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Step 12 Compare the panel below
Mew Journal Header HE
Lt |4BDDD Journal 10 IGLDDDXX Journal Date: |03,|'21,|'2001
Ledger Group: IF\CTLIALS
—
Ledger:
Cancel
Source: IMF\N _l
Operator: IFntrnUl
urrency Information eversal
Foreign Currency: ILISD| " Hore
_ l— " Beqin Next
Effective Date; 03f217/2001  Erd Nest
Rate Type: I " On Date Specified by User
Exchange Rate: | |
Drescripbion: |
Click: OK
Expected The new journd information is saved.
Results:
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Exercise 1 (continued)

Step 13 | Click: _!Mserttine | o jine 9 or press CTRL L to add multiplelines

2 Microsoft Excel - xxjournal xls HE R
ﬁﬁle Edit Yiew Insert Format Tools Data Window Help ;lilﬁl‘
0 gﬂ‘@@vw BB oo [ R® A AR S B
aviel . |BIU|—§_|$/, W[EE DA

HeadersSeq

2
3 Header Unit Journal Date Ledger Grp Ledger Source  OpriD Currency Effective Date
4 45000 GLOODYE 03/05/2001 ACTUALS MAN FNTRMIG LISD 03/05/2001
G = +
b
7
g
9 | InsertLine | Delete Line Insert Block [i:

10
11
12
13
14 -
15
168
17
18
]

20
21
22
23
|24 &
& | o
Readly | CAPS [NLM =

Note: Make sure that the check boxes beneath Fund, Program, Budget Year, Project,
Currency and Description are selected so the related ChartField vaues will be copied
every timeanew lineisinsarted.

Note: App Nbr is equivaent to subclass.

Expected | New Journa Header pand displays
Results:

PHOENIX — STATE OF GEORGIA SECTION 1: GENERAL LEDGER EXCEL JOURNAL UPLOAD 1‘13
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Exercise 1 (continued)

Step 14 | Enter the following vaues in the appropriate cells on the first line of your journa. Use Tab
and Shift-Tab to navigate between cdlls.
Ledger: ACTUALS
Account: 614001
Fund: Al
Dept: 46011101
Program: 01
App Nbr: 301
Budget Year: 2001
Project: 01001
Affiliate Leave Blank
Currency: uSD
Amount: 1000
N/R: Leave Blank
Rate Type Leave Blank
Rate: Leave Blank
Base Amount: Leave Blank
Stat Amount:  Leave Blank
Description:  Spreadsheet journal entry
Reference: Leave Blank
Click: OK
Note: If ACTUALS issdected in Ledger, autogen isactive. If GAAP or FEDS is
sdlected in Ledger autogen is not active.
Expected | Correct data entry
Results:
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Exercise 1 (continued)

Step 15 | Compare the pand below
ﬁfile Edit Yiew Insert Format Tools Data Window Help ;Iilll‘
D SRy |[spad|o - o |aw|= 2 2 |l @8]0
anl = B EEEE S = e A
E12 = =]
Header Unit  Journal Date Ledger Grp Ledger Source  OpriD Currency FEffective Date Rate Type
46000 GLOOOXX . 032172001 ACTUALS RN FNTRMO1  USD 03212001
Insert Line I Delete Line - Insert Block E
1? 1 ACTUSLE 514001 &1 46011101 01 01001
E —
ﬂ
|15 |
| 16
|17 |
| 18|
|19 |
| 20 |
121 |
| 22
123
|24 B
i I o
Ready 1 o 7 ] ]
Note: al of the vaues where the check box is turned on will be copied from thefirdt line,
deselect the check box beneath Account.
Expected | New Journd Header pand displays
Results:
Step 16 Place cursor in cdl 12E
Click: @ to insart the second line of your journd. The line number will
automaticaly increment, indicating thet thisis the second line of your journd.
Bdance your journd by clicking in the gppropriate cdl and entering the following data:
Account: 150001
Amount.  -1000
Expected | Correct data entry
Results:
PHOENIX — STATE OF GEORGIA SECTION 1: GENERAL LEDGER EXCEL JOURNAL UPLOAD 1‘15
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Exercise 1 (continued)

Step 17 | once you have completed the journdl, verify by clicking | Check Lines |

Eﬁile Edit View Insert Format Tools Data Window Help = ﬁl‘
DEHSRY | smRS oo - Q&[> A2 0[IBEH - &
Aricl o He ru|=E==E|8 %, Balee]n A

E2d = =

Date Ledger Grp  Ledger Source  OpriD Currency  Effective Date
0372172001 ACTUALS MAN FNTRMNOT  USD 0342172001
+

Insert Block Delete Block

E14001 A1 46011101 o1 3m 2001 01001 1,000.00
150001 A1 46011101 1 301 2001 01001 -1,000.00

< | LIﬂ

Readly 1 o ) ] I

Expected | Journd Entry pand displays
Results:

Step 18 | gk EI to save when lines are complete.

This panel should remain open for next exercise.

Expected | Journa Entry pand is saved.
Results:

Exercise completed.
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Exercise 2 — Creating the .pmi file for Import to Phoenix

Scenario: In this exercise, you will creste the .pmi file necessary for importing deta to Phoenix.

Step 1 Click: L€8mtrol | 16 return to the Journal Entry and Import control pane.

Expected The Journa Entry and Import pane displays.
Results:

Step 2 Batch Import
Click: Select

Expected A didog box displays.

Results:
Step 3 Journal Sheet Name
Journal Sheet Hame: EHE
iELO001E
Cancel |

Select Journd to upload
Click: OK

Expected Journd Sheet Name dialog displays.
Results:

PHOENIX — STATE OF GEORGIA SECTION 1: GENERAL LEDGER EXCEL JOURNAL UPLOAD 1‘17
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Exercise 2 (continued)

Step 4

Expected
Results:

Save Journa Sheets

Save Joumnal Sheets

File: Marmne:
PiiMy Dn k
WMy Documents Cancel |

|c:'|,temp'|,460><><.pmi|

Delimiter: % Tab i~ Specify I

Rename  c:\temp\A60XX.pmi (replace XX with student 1D)

Click: OK

Note: The complete file name must be in lower case and with eight or less characters.
The first three characters should be the agency number. The next five characters can
identify the journd. The file name must be followed by .pmi.

Save Journd Shests pand displays.

Step 5

Expected
Results:

Enter the following Journd Header information:

Save Journal Sheets B

@ Total of 1 Journalz and 2 Lines saved successfully.

Click: OK

Didog box digplays showing journd saved successfully.
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Exer cise 2 (continued)

APRIL 2001

Step 6 Verify location of data:

Minimize Excel spreadsheet

5‘ Exploring - C:ATemp
Eil= Edit “iew Tools

Help

Maximize Explorer and verify location of file under C:\temp

| &0 Folders

| Contents of 'C:4Temp'

-1 Office

-] Orawings

-1 Program Files

= Ps

@ Recycled

a Temp

(1 temp2

(17 testcal

#-{1] unzipped

-0 Windows

1= (D]

13 [E:)

+-52 Login on 'Doas_dec_014Sys' )

H-52 Pdocs on 'Doaz_commons_07%al14D ataCommens' (G:)
H-52 Apps on 'Doas_dec_01%Wall' [M:)

+-52 Data on 'Doas_dec_01%Wall' [N:)

H-52 Stude12 on ‘Doas_dec_014Woll\DatatUsers' [P1]
75 (1)

=52 Cammons on 'Doas_dec_01%Wall\Dats' (L)
- Abe

£
E
E
£
E
E
£
E

| |

ol000 & pri
55 | Gllog.«t
ﬁ il slz

(P rrimicro,
@ psbooks.zip

PSDebug.tat

.log

W ftplog
ﬁ wrjournal, =lz

[11 object(z) |104ME [Disk free space: 432MB)

Minimize Explorer

Expected
Results:

Explorer Window displays.

Step 7 Click: Elto save when lines are complete.

Expected
Results:

Journd Entry pand is saved.

Exercise completed.

PHOENIX — STATE OF GEORGIA
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Exercise 3 — Establishing the server connection

Scenario:

PARTICIPANT GUIDE

The File Trandfer Protocol (FTP) is software that enables you to send afile from your
desktop to aserver. In this exercise, you will learn how to set up the connection

between the two devices.

Step 1

Expected
Results:

Sdlect: Start=>» Prograns=>WS_FTP Pro=>or doubleclick the WS _FTP Proicon on

the desktop.

The PeopleSoft window displays.

Step 2

Expected
Results:

WS _FTP Pro

VWS _FTP Sites E

— Configured Sites

=0 Sites
[:l Antiirus
[:l Archives and Mirors
[:l Games
[:l Hardware
EI[:I | pawitch
LS |pawitch

E |pzwitch Betas

B s FTRIE

i B w5 _FTP32
----- [ MySites
-2 Orline Services
-0 Software

- U5 Govemment

- w5 FTP Pro Patches

r— Comment

|Internet solutionz for the growing enterprise

Cancel

Guick Connect

Delete
PFropertiez

Help

ko
oo |
b |
|

Click: New

WS_FTP Pro.

1-20 section 1 GENERAL LEDGER EXCEL JOURNAL UPLOAD
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Exercise 3 (continued)

Step 3 New Site/Folder

Enter: Excel Upload

Hew Site/Folder

Create a: I%
& FTP Site

" Falder for organizing configured sites

with name;
IExceI Upload
< Blach I Mest » I Cancel Help
Click: Next

Expected New Site folder pand displays.
Results:

Step 4 Host Name panel

Enter: 167.193.232.29

Host Mame

i

Host Mame or IF Address:

1E7.193.232.29

< Back I Mesit » I Cancel Help

Click: Next

Expected Datais entered correctly.
Results:

PHOENIX — STATE OF GEORGIA SECTION 1: GENERAL LEDGER EXCEL JOURNAL UPLOAD 1‘21
PROPRIETARY AND CONFIDENTIAL




April 2001 PARTICIPANT GUIDE

Exercise 3 (continued)

Step 5 Logon Information
Enter the following:
User ID  gl460

Password: password
Select Save Password

Logon Information
User D @
IgI4EEI ™ &nonymous
Paszword:

< Back I Finizh I Cancel Help

Click: Finish

Expected Datais entered correctly.
Results:

1-22 Section 1 GENERAL LEDGER EXCEL JOURNAL UPLOAD PHOENIX -
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Exercise 3 (continued)

L WS_FTP Sites [x]
i~ Configured Sit
(2 Antiins B o |
(20 Auchives and Mirrors
(1 Games Cancel
(£ Hardware
=1 [22 Ipswiitch Duick Connect
R E- el Lpload
|pawitch
2 Ipswitch Betas Hew
E WE_FTP Pro Patches Delate
.8 ws_FTPIE
B ws FTP3z Propstties
MySites
Online Services Help
[0 Software
(£ US Government —
"Eomment ‘

Click: Properties

Expected Datais entered correctly.
Results:

Step 7 Site Properties

Click: General

Site Properties EHE

General | Sessionl Startupl Advancedl Firewalll

Site Mame: |Excel Upload %

Hoszt Mame/dddress: |1 B7. 19323229

Hoszt Type: IUNIX [standard] j
UserID:  [gM&0 I™ Anonymous
Pazsword: I ******* ¥ Sawe Pud
Account: I
Caomment: ||

QK I Cancel | Help

Host Type: UNIX (Standard)

Expected Site Properties didog displays
Results:

PHOENIX — STATE OF GEORGIA SECTION 1: GENERAL LEDGER EXCEL JOURNAL UPLOAD 1‘23
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Exercise 3 (continued)

PARTICIPANT GUIDE

Step 8

Expected
Results:

Site Properties
Click: Session

Site Properlies [2]=]

General Session | Startup | Advanced | Firewall|

Preferences for Excel Upload: @
™ Prompt for Destination File Mames
™ Eoice Lowercase Remote Names
[V Show Transfer Pragress Dialog
v Weify Delstions

Startup Transfer Mode

" Binary

£ L8 [Classic only]

€ Auta Detect

0K | Cacel | el

Startup Transfer Mode
Click: ASCII

Site Properties dialog displays

Step 9

Expected
Results:

Enter the following

Click: Startup
Remote Site Folder /expor t/ftp/gl
Loca Folder C:\temp

Site Properties [ 7] x]

General | Session Startup |Advanced| Firewall |

B

Bemote Site Folder:

|/psfinapps
Local Folder:
|E:\lemp|

Initislize Command: [use "' to separate multiple commands]

Local file mask: Time offset in hours: |0
Remate file mask.:

0k | el | Hew |

Click: OK

Datais entered correctly.

1-24 Section 1 GENERAL LEDGER EXCEL JOURNAL UPLOAD

PROPRIETARY AND CONFIDENTIAL

PHOENIX -



PARTICIPANT GUIDE APRIL 2001

PHOENIX — STATE OF GEORGIA SECTION 1: GENERAL LEDGER EXCEL JOURNAL UPLOAD 1‘25
PROPRIETARY AND CONFIDENTIAL



April 2001

Exercise 3 (continued)

PARTICIPANT GUIDE

Step 10

Expected
Results:

Doubleclick: Excel Upload

I WS_FTP Sites [ %]
r— Configured Si

= Sites =
+1-[27 Antivirus

[ Archives and Minors

[ Games

D Hardware

S Ipawitch

E Excel Upload

E |pawitch

E Ipswitch Betas

B Ww/S_FTP Pio Patches

Ok

Cancel

Buick Connect

Delete
Properties

MySites Help
Orline Services
Software

(-1 US Govemment LI

"Enmment
| |

el [

WS FTP didog displays

Step 11

Expected
Results:

WS _FTP

Click arrow pointing to remote Ste.

+ WS_FTP Pro 167.193.232.29

Highlight file to transfer from Locd System to Remote Site

M= E3

—Local Syst —Remate Sit

lc -~Tenp =l '/expart/f tprgl =l
| “I Mame I Date ChaDir I - | Name Diate | ChaDir
& =l = T -
B apd270401.txt 991115 | MkDir .profile 990622 00.00 MkDir
B gl00016. pmil 010203 ‘: .sh_history 930622 00:00 ‘:
[® GLLOG . XLT 980225 1 B sugard03 t=t oooezz2 09:28

jrnll . zl=s 000126 1 W filel bak 000511 0000 View
[ JRFLMCRO.XLA 000203 < || |F pay0l.PHI 001006 11:08

psbooks . zip 990805 Erec Eves
PSDebug. txt 990908 = - =
psinstal.log 010202 Ename ENANE
=qr.log 990421 1 Delete DElete
[ EXHjournal =1~ 010203

E[-=-] Refresh Refresh
? [sc=) ¥ |—|' Difnfo 4 _’I Difnfo

1 A5C1 " Binary I~ Auto
150 ASCII data connection for /bindls (167.192.122.33,1031] (0 bytes) =
Received 457 butes in 0.1 secs, [40.00 Kbps), ansfer succesded _
226 ASCI Transter complete. R
Close | Cancel I Logind I Help | DOptions About I Exit
Datais entered correctly.
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Step 12

22 WS_FTP Pro 167.193.232. 29 M= E
i~ Local Systenn i Remate Sit
IC :\Tenp =l '/export/f tprgl =l
[~] Mams | pae ChaDit [ Name Dats | [Nz
Tt S I y— T |
B ap4270401.txmt 991115 | MkDir 990622 00:00 | MkDi
B gl00016 pni 010203 I: 990622 00:00 I:
[ GLLOG. XLT 980225 1 ooo0ezz2 0928
[ jrnll. =ls 000126 1 View 000511 0o:on View
[ JRNLMCRO . XLA ooozo3 & 010203 12:18
[ p=books.zip 990805 — = Exes 001006 11:08 Exec
PSDebug. txt 990908 = = =
p=instal.log 010203 Ename Ename
=qr.log 990421 1 Delete Delete
WS_FTP.LOG 010203
EXX¥journal =1~ 010203 Refresh Refresh
—a— -
% L l ' Dirlnta 4 LI Dirlnta
& ASCI  Binary ™ Auta
150 A5CI data connection far /bindls [167.192.122.33,1745) [0 bytes) =
Received 524 bytes in 0.1 secs, (50.00 Kbps), hansfer succesded |
226 A5CI Transter complete. 5l
Close | Cancel I Logw'nd I Help | DOptiares About Exit

Expected
Results:

File transfer is completed.

Site Properties didog displays

Step 13

Expected
Results:

Click X to close WS_FTP gpplication.

The Process Journals window is displayed.

Exercise completed.
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Exercise 4 — Importing the .pmi file into Phoenix

Scenario: In this exercise, you will import the .pmi file into Phoenix.
Step 1 Toggle or logon to PeopleSoft.
Expected The PeopleSoft window displays.
Results:
Step 2 Select: Go = Process Financid Information =» Process Journals
Expected A didog box displays.
Results:
Step 3 Process= GL Excd Journd Import=>»Add
Expected The Journa Header pand displays.
Results:
Step 4 Enter the following:
Run Control ID:  IMPORT
Add -- Batch Journal Import
Run Control 1D: ||HF'UHT
Cancel |
Click: OK
Expected Datais entered correctly.
Results:
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Exercise 4 (continued)

Step 5 Enter the following:
Number of Data Files:
Click: Single
File Name /psfinapps/data/gl/gl000X X.pmi
(Replace XX with student 1D)
If Journd Already Exidts.
Click: Update
If Journd is Invdid:
Click: Abort
Process Journals - Process - GL Excel Journal Import M= E
File Edit ‘iew Go Favorites Use Process |nguire Beport Help
Bla(®x| ol =E 5s| EE] elkel=] #le ]|
Runds Gls3000: |
Operator 1D: FHTRMA0
Run Control 1D: IMPORT
rMumber of Data Files——; [File Name
& Single IHps[inapps!datafglfgll]l]l]'l B.pmi
" Multiple
I Journal Already Exists If Journal is Invalid
 Skip @ Update " Abort " Skip
|Fiundx Gls3000x |5t 4
Click ﬁl to run the report.
Expected The Process Scheduler window opens.
Results:
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Step 6 View the fields on the Process Scheduler panel.
Run Location: SERVER
Server: PSUNX
Output Dedtination: File
File/Printer: To beassigned at agency level
Run Recurrence: Once
Description:
Click: Batch Journal Import
QOperator ;- FRTRMNOT Fiun Control [D;  IMFORT
— Fiun Loczation — Dutput Destination
! Client & Semver " File ¢ Printer ) Window
Server: IPSLINX j File/Priter: If"tmp." +P-d
— Run Date/Time: — Run Recurrence Cancel |
Date: |03/05/2001 =l [Once] =]
Tie: [0z :47:00 PM D Mare:
Reset to current Dated Time | =5 | =] | [Melete |
GL Excel Journal Irmport GL59000< SR Process
Click: OK
Expected An understanding of the Process Scheduler options.
Results:
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Exercise 4 (continued)

Step 7 To check the status of areport
Sdect: Go=>» PeopleTools=» Process M onitor
Note: After viewing the status, close the process monitor panel. Do not leave open.

Expected The Process Scheduler window closes.
Results:

Step 8
P Click: 5 to close the report pand.

Expected The report pandl closes and you return to the GL Excel Journal Import window.
Results:

Step 9 Review thejournd
Use=> Journa Entry Base Currency=» Lines® Update

Expected The Journd Entry Base Currency pand displays.

Results:
Step 10 Review thejournd
Update/Display -- Journal Entry - Base Currency [ %]

Business Unit: IJEI]I]I] ﬂ
GL Journal ID: I Cancel |
Journal Date: I ﬂ Use Query |
Journal Header Status: I j Hew Query |
Budget Checking Header Slalus:l LI

Expected The Journa Entry Base Currency didog displays
Results:
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Exercise 4 (continued)

Step 11
& Click: 5

to close the report pandl.

Expected The report pand closes and you return to the GL Excel Journd Import window.
Results:

Exercise completed.
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E. Summary and Review

Activity Materials
W | || CE | |
LECTURE GUIDE REVIEW
Step 1 Answer the following questions

1. Trueor Fase A file can be saved on a shared network drive.

2. Will aremote FTP ste need to be crested for each file transfer?
Answers.

1. FaseDo not saveto ashared network drive. Saveto C or P drive.
2. No.

Expected An understanding of excel upload procedures.
Results:
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General Ledger Excel Journal Upload

Congratulations! Y ou have just completed the Genera Ledger Excel Journd Upload
section. This section contained the tools needed to present al the concepts and
procedures involved in entering excel journd uploads.

Goal To acquire the skills and knowledge necessary to perform al the procedures identified
in the Genera Ledger Excd Journa Upload.

Participant
Objectives  You should be ableto

1. Useexcd toimport aJourna Voucher into Phoenix
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